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ABSTRACT 

Appendixes to a study on administrative utility 
analysis and vocational education programs for the Area of Vocational 
and Technical Education (AVTE) in the Puerto Rico Department of 
Education contain the planning and budgeting system elements, 
position descriptions, and information on the growth of vocational 
education in Puerto Rico. The elements for an integrated planning and 
budgeting system for AVTE should be stated as goals, objectives, 
evaluative criteria, program structure, multi-year financial plan, 
and establishment of priorities. Typical goal and objective 
structures for the commercial education program are shown. Position 
descriptions for the recommended AVTE administrative personnel 
include basic functions and principal duties. The growth of 
vocational education in Puerto Rico is illustrated by a graph and 
tables of the enrollments and estimated funds needed in the areas of 
secondary, post-secondary, adult, and special needs education and for 
facilities and services. Related documents are available as VT 019 
715 and VT 019 717. (MF) 
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v lay.". ; mg a:;d i;itgetj n -;g system 




Fac.i.Ii VuLv the employment in business occupations to high school students 
and high school graduates. 

To provide high school students and graduates the opportunity to develop 
skills in business. 

Id. for unemployed youths. 

To provide high school students and graduates the apportunity to develop 
skills in bookkeeping, typing, unit record operation and secretarial 
sciences . 



To provide high school students the opportunity to develop skills in 
bookkeeping. 
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SY STKM ttLKH KNTS 

An integrated planning and budgeting .system Tor tho. A.V.T.E. should 
have clearly stated the following elements : 

1. goals 

A goal is i statement of broad d iiv<«tiun , purpose, or intent based on 
the i dun titled needs »f the coir.mun Lty . A :«••:.. 1 is general and timeless; that is, 
it is not concerned 3 r]i a speei L'ic acliievorivi',; within a specified tinie period. 

The deveL.;. ,it cf gr. !s 31 ■. ,1 ;;n;.." :; 'ipproachod by 

considering r.h<- ne-e - t : the A.V.Y.K. -md tho educational region which it serves. 
Such goals will define the basic program to be implemented in each region and 
will provide the basic guidance Cor all the activities and all other elements 
of the planning and budgeting system will be affected by them. 

Top level goals wi.ll be eui.te broad and based on. the identified needs 
of the region. Under the current organisational structure of the A.V.T.E., a 
V r c g r a m D i r ■ : c: t o r w ill b e \ : e s p o n s :i b 1 1 ; f o r a g o a 1 o r g o a .1 s w i t h si m i .1 . a r purposes; 
for instance, the Program Director of Commercial Kdi: cation has a goal "to 
facilitate tlio employment in business occupation to high school students and 
graduates." A similar goal would be "to train unemployech-out-of-school youths 
to facilitate their employment in business occupations." Lower level goals 
should be more specific and should support higher Level goals. For instance, 
to support the goals mentioned above, a lower level goal would be "to provide 
high school students the opportunity to develop skills in business." The next 
level would be more specific, M to develop skills in bookkeeping." Mot ice how 
the g oa 1 s listed in the L : a c i n g p age ; 1 re p r o ge s 1 ; i \ e j. y mo re s p e c i f i c . 

2 . Ob jectives 

Objectives are desired aeeou.plishnien ts which can be measured within 
a given time frame. Achievement of an objective advances the system towards a 

O 
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TY P L CAL OH J l-XT i. V B STRUCTU K E 
Commcr c i. al Ecluc.a f i.o nPr o p r am 




- F< ^ r.- 70 % , y f j> r n 1 1 1 i : i t i. n :? e u i. n rs v/h o w i s h lo en I; o r t ho. L ? :b or f c j rce t o ftd f n 
cr:pJ.c»yi: l .(.*at 'v:j.L!i i.n four mouths of gradual: ion as rvasured by i.Y> I. low-up survey. 

02 - Kor 707, of graduating senior--: who wish to enter the labor force to gain' 

e.mp Joy neat as desired in business v/iLhin ;."ottr rconths of graduation as 
measured by fol Low-up survey. 

0 3 « F 6 r 70 % of b u s i n os s c 1 1 r r i c: u .!. 1 1 :<i s t ud 0. n t s t o inc. c t: 1 1 1 o f o 1 1 ow i r i g s t a n d art ! s : 

Typing - ; \0 words per minute 

R 00 k ko o p i n g - I: o c i e r n o n s t r a t a ab 1. 1 i t y t 0 u 1 1 d e r s t a n d b a s i c double 
e n t i.*y a c c 0 u a L i n g and us 0 o l : j o u r n a I h j s dote r:in i. nod by c : I. as s 1: 0 0 m 
t o.s i:s . 

04 - Upon completion of the course, 70% of hifjh school students should bo. a!) I.o to 

accomplish the to Mowing based on classroom tests: 

1. Understand basic daub Ki entry bookkeeping. 

2. Understand functions of journals . 



3. Understand use cf basic supporting schedules for fixed 
assets and depreciation. 
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corresponding goal. Accordingly, objectives that support and contribute to the 
achievement of the established goal must be developed. 

Development of objectives follows a process similar to that for the 
development of goals and a goal structure. Objectives can be grouped and 
arranged in a hierarchy with lower level, more specific objectives contributing 
toward higher level, broader objectives. It is important to note that objec- 
tives are generally stated in terms which may be quan tif ied . Notice how the 
objectives listed in the illustration facing page are progressively more 
specific and are consistent with, and support the goal structure shown on the 
p re vi ous f acing p age , 

3 . Ivva lua ti ve C rite ria 

Evaluative criteria indicates the desired level of attainment. 

The selection of methods mid criteria by vhich the objectives can be 
evaluated is a critical, factor in divoloping objectives, Assessment of achieve- 
ment has long been a d.i.H.ieult problem for education in general. F.ither objec- 
tive or subjective evaluation measures (or both) may be appropriate in any 
given situation. In many cases, s t;ruiar:Jized tests of students 1 grades satisfy 
the nee d f o r mo as ureme n t . in o the r c as e. s , me a a u r e s s u c h as a t 1 e nd an ce j. e ve 1 , 
attitude scale, drop-out rate, or the professional judgement of the teacher- 
could be used. 

I. n a dd i t i on to the e v a 1 u a I ion me I h od s , e valu a I; i vc c rite r i a must be 
defined which indicate the desired level of attainment with the selected evalua- 
tion method. For example, if a standardized test is the oasis for evaluation, 
then the criteria could be the percentage of students achieving a score of 
100 on the 1 r e >: ami nation, or, a 1 1 e m a t ;i. vc ly , the percent: a g c o f s t u do n I s « co r i n g 
80. The criterion which is selected should be determined by appropriate 
Program Directors. 

O 
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In defining each objective, the evaluaLion methods and criteria roust 
be given full consideration. Without some plan for evaluation, A.V.T.K. is not 
truly able to assess the accomplishment of an objective. 

4< Prog ram Str ucture 

A program structure is an arrangement of programs that represents the 
relationship of activities Co goals and objectives. This structure contains 
categories of activities with common output objectives. 

Conceptually, it is desirable to group and arrange all pro-rams in 
accordance with the goal and objective structure. 

The A.V.T.E. is organized on those linos. There are ton Program 
Directors that head a program or similarly related programs. The programs have 
been organized in accordance with the goals and objective structure. The 
development of A.V.T.T- program stricture represents, from a practical stand- 
point, the reality of what currently exists; Puerto Rico School System, 
organisation structure, vocational programs, types of programs subject to 
federal grants, changing industrial requirements, etc. Because of these factors, 
continuous evaluation and modification of programs will be necessary to provide 
the updating and refining necessary for the program structure to properly 
reflect the direction and intent of the A.V.T.E. 

The established program structure, when approved, will become the 
basic framework for all planning and reporting of the A.V.1\F,. 

5 • ^ALj-J-L^y^ . ar F i v an t.:i al JPlan 

The Multi-year Financial Plan presents financial data for existing and 
alternative programs projected for a period of several years. 

Preparation of such a Plan will shift the. emphasis from budget year 
costs to costs incurred over a period of years. Costs would be projected for 
each program end summarised by Program Directors. Actual cost data for the 



J'aye «» or 'i 

current year would be included when possible to indicate, trends and growth. The 
future impact of current program implementation could be evaluated by projecting 
the cost and growth data for several years. 

Scheduling for tl ± Multi-year Financial Plan should be ^u>;itibic with 
the annual budget cycle. The first year of the Multi-year Financial Flan should 
always be the budget year. 

6 • Establis hme nt o f Prio r i v. x es_ 

Because there are financial constraints which face the A.V.T.E., it 
becomes necessary in the planning process to identify those programs which are. 
most likely to achieve its goals and objectives. Certainly, some programs 'are 
more important to attain r, ig these goals and objectives than are others. It is 
necessary that the rccournendi^d system include provisions for identify nig the 
t j r I o r ill o s w L t h w h i ch pro g r ; i w s are expected to con t r i b u t e to attain ;:io n t o £ 
gem Is and objectives , 
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Position T.i. tie : 

Reports t o: 
Basic Function: 



Prin c ipa l Duties : 



Numbci r o f: Pes i tioiio 
e r vised : 



Assistant Secretary ot ; Vocal: ».onal and Teihnical 
Education 

Undersecretary of Education 

Assumes complete responsibility for the direction of 
all activities in the Area of Vocational and Technical 
Educat ion . 

Coordinates all planning and administration for the 
A.V.T.K. 

Supervises all the activities and services developed 
and provided by the A.V.T.E. 

Supe rv Lses all promotion for the A. V . T . K . 

Assigns and directs the functioning c E the Executive 
Office . 

Coordinates and sup/' rvises the (Junctions of the 
Assistant to the Assistant Secretary of Vocational 
and Te clinical Md ucat ion . 



Assistant to the Assistant Sec re tary ol: Vocational 
and Technical Education (1) 

Executive 0 ice : 

Exo c ut i. vc Ass is t an t ( 1) 
Asm i stan t o f P retrains ( I.) 



Head of .La!: o r n ^ o \ \ c y 1 U \ 1. a t i o n s 
and Pror.io tion (1) 



Po.si.Lion Title: 



Executive Office 



Reports to: 



Assistant Secretary of Vocational and Technical 
Education 



Basic Function; 



P r i n c i. p a 1 Du t i e s ; 



Provides assistance to the Secretary lor Vocational 
Education in all operational, administrative and 
technical functions . 

li! va 1 u a t i on of i rcp 1 e ire n t: a t :i. on of p .1 an s by p r o g r aras . 

Investigation oL 7 impact of vocational education policy 
changes . 

Assistance to Director of Instruction and Program 
Directors in evaluation of proposed program changes. 

E v a 1 u a 1 1 on o f : p ^ p o s c d c u X r i . c: \ .i 1 um c h an go. s . 

Liaison with Federal Government. 

Special projects or studios as assigned by the 
As s i s I: an t S e c re I: a ry . 

V o I I. : ; r -r -up o n s p c c i a 1 r e p o r '.. s a n d /or : \ s s i ft n ft eat s ; it t 1 \ e 
cent ra I. level . 

Assists to meetings and committees cn behalf of Llie 
Assistant Secretary when directed. 

Provides the Assistant Secretary with minutes of 
ni..:e L i ngs at to tided in her behalf . 



Composition of 
Executive Office 



The Executive Office should include the Co] Loving 
posi t ions : 

, E :;e c u t i v-: \ Ass is t an 1: 

, Assi.s taut of Pro^ra'us 



Number oT Positions 
Sui'Ki rv ised : 



M/A 



nti :itlc: 



Head of Interagency Relations and Promoti 



on 



Reports to: 



Assistant Secretary of Vocational and Technical 
Education . 



Basic l'uri Lion: 



Principal Duties 



Dlrticcs and coordinates the operations of the Inter- 
agency Relations and Promotion Office. He is 
re.Si3ons1.ble for all communications within and out- 
side the A.V.T.E. with other government: agencies, 
the community and private Indus try . 

Develops and supervises the Interagency Relations 
and Promotion Programs 1 of the A.V.T.E. 



Reviews and evaluates the activities of: Interagency 
Relation:-; Coordinators of the A.V/.V.K. in meeting 
oh jo at ives and per f ormance s t,..ula rds . 



Promotes, through special programs and the masc 
media , the act ivities and services provided by 
the A.V.T.E. 



Direct?? the publication of a 1.1 periodic publications 
and is re :ponsi'oJ e J'or vjr.it >n[; ;.ir tieic.j . 

Acts nu a liaison between the mass media and the 
A . V • T ,[•!.; p re p a r e s p re s s re ! . w e s l: o r t 1 1 e me d i. a * 

Coordinates the re Lease of pertinent information 
throughout the system of A. V.T.I 7 .. , government 
agencies, the cou.iuuiuty and private: industry, 

Malnt:ri ns informed the Ass la Lent .'jor.ro Lary on new 
developments atul i !!-portnnt pro.a.s releases . 

Interagency ReJat lens and Promo tion Coordinators (2) 
Seero tary (i) 



Number of Positions 
Su perv isodj 



A(_)jK«ncl_i x P> 
Pa^f" 4 "o\ r U 



v i I: ion Title : 



Assistant to Liu; Assistant Secretary ol: Vocational, 
and Technical Education . 



Reports to: 



Assistant Secretary of VocaLional and Technical 
Educ.aL.ion . 



Basic Function : 



Ass is ts the As s i s L an L S e c r e L a ry in a 1 J. o p t \ r a t i o n al 
matters in the Aran of Vocational and Technical 
Education . 



Principal' Duties : 



Acts as Assistant: Secretary in the absence of the 
Secro tarv . 



Responsible for operations delegated to him by the 
Ass is tan t Score tary . 

Supervises the* Director o f Ins truetir.n and the 
Onfico. Heads oi T the? Opo.rat.icn a I. and Administrative 
Units in the Area of Vocational and Technical 
Educat ion , 



K s t ab 1 i s h e s control p o i n t >; f o v the s e. r v.t c o s an d 
act i v I 1 1 e s do ve I . o p e d by t h e a ( 1 if: i i vis t r a t i. vo a n d 
opera t Lonai units . 

Coo r d i I » r.» t a s t h e e f 1> c t i vo i ■. < f : a •.: o ! : f i c e r v : i c t i c n i n g 
oi T the di f: f o ro n t: adni i n i s tra t i. ve an d opo ra t i onal 
units . 



Number ot: Positions 
Super vised : 



Director: of Ins true;: ion (1) 
Head o L" Adminis (.rat ion (1) 

Mead of r I.ann in;;, HuM^ctin^ :tv.d Evaluation (1) 

Head o I: : n forma Lion ; v/s Corns ( L) 

Mead of Voeat.i onal Kc 1 search and Curriculum 

Dove I opinent ( I.) 
Head of Professional Training (I.) 
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Pos ition T i tie : Director of Instruct! 



on 



Report- • co: Assistant to the Ass i.s tant Secretary of Vocational 

and Technical Education. 

Basic Function: Responsible for operat i.ons and controls of all 

Vocational and Technical Education Programs assigned 
to the Director of Instruction. 

Principal Duties: Supervises and is responsible for the operation o£ 

all programs in the Area of Vocational and Technical 
Education . 

Evaluates monthly progress reports prepared by each 
Program Director. 

Supervises the controls established in the Vocational 
and Technical Education Programs. 

Serves to limit the Assistant Secretary's and 

As s i s !: an t to the As s i s t an t So c re t a ry 1 s span of control. 

Coordinates at the Program level all audiovisual aids 
to improve teaching techniques . 

Coordinates the iainctionin^ of ail curriculum develop- 
ment for each program. 

Coordinates all activities of foreign visitors related 
to training, program observations , etc, 

Do ve lops a (.1 u a a f: ioua .!. ac t i vi t io s and s e rv i ce s re la to d 
to Vocational and Technical. KducatJon. 

Provides required information by Program Directors . 

1/ o 1 ]. ow -up oil s c! i e d 1 1 J. c a c t i v i. t i o s I ) y t h e. P ro g r ams . 

Ma i n t a :i n a info nr.o ( I the As s i s I. an t to the A s i. a t an t 
.Secretary on. any new developments and exceptions in 
the programs . 

Number of Positions 
j-iupervisecl :. Ail Program Directors 
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Pos i Lion Title ; 



Report s to : 



Basic Function: 



Pr i. nci g al Duties 



lie? ad of Administration 

Assistant to the Assistant Secretary of Vocational 
and Technical Education. 

Responsible for the execution and control of all 
administrative matters in the Area of Vocational and 
Technical Education. 

Supervises all the admlnis trativc unit super visors 
under him and provides them v/ith general directives. 

Supervises the following administrative units : 
construction, office services, purchases, personnel 
and accounting. 

Responsible for all the activities mvu! services 
provided hy -die administrative units under his 
;j nr.! sdict Lou . 

Coordinates the effective iuteradminls trative unit 
functioning. 

Suggests aid prepares changes in the operations of 
tli admiivist rat Lvo units . 

Mai a tains in fo rmed the Ass la taut to the Ass i $ Can t 
Saerntary on any new developments and exceptions of 
the admini st rative units . 



Number of Positions 
Supervised : 



Cers emotion Ual t Supervisor (1) 
U f i:i ce So rv I co s l!u:i t Supc rv La or (1) 
Pi i reii ; is e s U n 1 i: f> u p e r v L s o r ( 1 ) 
Pe l's onnel Un i. t S upe rvis or ( 1) 
Account .Lag Un i t Sup ti r v i. s o r ( 1) 



Pes i. t i.on Title : 



Hi* ad of In .Co i' ma Lion *' 'M'oium 



Re poets to: 



Assistant tu the Assistant Secretary of Vocational 
and Technical Education. 



Basic Function: 



V rinc ipal Duties 



Re s pons :i. bio for the do ve 1 o pinen t , a d mi. ni s L r a t i o a and 
supervision of a management information system re- 
quired for effective control of operations. 

Supervises all the administrative unit supervisors 
uiuli if { i iw an d p r o vi de s th e m w i tl i g e n e. ra L c! i re c t i ve s . 

Supervises the f o .1 . 1 ow i n s a d mi n i s t r a t i ve un its: 
s tatls tics , reports 5 systems and procedures . 

Responsible for all the activi ties and services 
pre? v i d e d by the* a d m i n i. s t: r a t i ve u i :i its u n d e r 1 i i s 
jurisdiction. 

Responsible for the development and review jf all 
systems and procedures for the A.V.T.E. 

Surges [:s changes in the operation procedures and im- 
p I e merits' new sys Coins and procedures . 

Provides technical advice in regard Lo chantey or 
uuul U:i cations in systems and procedures . 

C o e r d f . a a t: e s 1 1 i e. e f J: active i n t e r a d r.t i n 1 s t r a t i ve u n i t 
functioning , 

Su^os ts and prepares ehnuge.s in the ope rations of 
the ndmi.nis L rative units . 

Mai.utains informed the Assistant to the Assistant 
Secretary on any new developments and exceptions of 
thu ndiaiu is t rative units . 



tMumb e c o f I? os i t f. on s 
J;»upe r vised : 



S i; ; 1 1 i. s t i c s U u i. t Sup e r v i s o r ( 1 ) 

Re | ' o r t s U n i t Sa i p e r vi ts o r ( 1 ) 

S y i i t e n is an d P l*o c e d are s I 'i i i t S up e r vi s o r ( 1 ) 



An pen - 1 i 



^ os i tio n T i. t le : 
Re pores (: o : 

lkisic F • ji c t i on : 
Principal Duties: 



Muwbe r o i pns 1. 1 ; or 
Suj^*r v i sed ; 



Head of Planning, Budgeting and Evaluation 

Assistant Co thn Assistant Secretary of Vocational, 
and Technical Education. 

Responsible for the development, administration and 
supervision of a master plan. 

Responsible for the development: and coordination of 
the annual budgets. 

Supervises all the administrative unit supervisors 
un dor him cind pi: ovules them with general directives 

Supervises the following administrative units : 
budge ting , planning and evaluation. 

Responsible for the coordination of the '-nnual and 
Fx v. -year Plan fur the A. V.T.I:;. 

Responsible for the coordination of the annual 
bud;, >ts for the A, V.T.E. 

Resr: "•ns.i ble fur all the acc.i /i.ties and services 
pvev." :.!ed by the Adui.nia t rat i ve Units undo); his 
;j nris diction . 

Provides tec! i a i c * 1 1 ad v i c e 1 1 * P r o g r a m 1) i i: e tutors :i. 1 1 
t h e a r * » a.- of planning, b ud go t i n g ai l d e va Lua t i o n . 

Coo **d i na t es the e f feet i ve i 1 1 to r ad mi n is t n 1 1 ive u n i t 
f one ! " ian i ng . 

Surges ts and p re pa res changes in the one rat ions of 
tlu- ad minis trative un its * 

Mali: .Cains informed the Assistant; to the Assistant 
Sec r 1 ta ry on any nev. r dove lo union ts and e::eep t :i ons of 
the ,?d. : i n is trative. units. 



Ikide ' ing Unit Supervisor (1) 

Pj.in ii;n- Unit Supervisor (1) 

Pre ra"\ Evaluation Unit Supervisor (1) 
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Posi.L i. on T llLc : Head of Vocational Research and Cur ricuLura 

Development . 

Report s to : Assistant Co the Ass J slant: Secretary of Vocational 

and Technical Educat ion. 

L c l J ?unc t: J ' 911 : Responsible for the development of vocational re- 

search in all areas oi: the Program, 

Responsible Tor the coordination, up-dating and 
dp.velopir.pnt of curriculum programs, 

P rinc ipal Duties : Supervises all. the unit supervisors under him and 

provides them with general directives . 

Supervises the following units; vocational cosoarch 
and curri culuin deveJ onmont . 

S 1 1 p e r v .i. s e s th( * J c v e I. o p ; ; u t \ t a n d c p u ration o I: vo c a t i o n a 1 
research and its e I; fectiveness . 

Res p ons i b le for all the ec u i vi 1: 5 es and s e r vi oes 
provided by the units under his jurisdiction. 

Supervises the coordluaLion and r.p-d.-iting of the 
curriculum pru^rains . 

Su:>;p ; es ts and prepares changes in the operations of 
the. una ts , 

Maintains informed the Assistant to the Assistant 
S a c r e t a r y o i 1 a s ly n e w d : v e J. o p i n e n t s and e x c e p I; i o n s o f 
the units . 



Vocational tfes e a rch Uni t S upe i; vis or ( .1.) 
Curriculum IV velopir.ent Un i t Supervisor (1) 
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Position Title: 



Rep ort s to : 



Head oi: Pro less Lonai Training 

Assistant to Liu*. Assistant .Score Lory of 
Vocational and Technical: Education. 



Basic Fund: .ion: 



Principal Put: i.us : 



Responsible for Che development and operation of 
a "methods teaching" training program and 
"refresher training course^ 11 Cor the A.V.T.K. 

Sup e r v i. s e s a 1 1 the instruct o rs o £ the I: r a i n i n g 
programs . 

S up e r v is e s the do vc 1 o p me n t of t e aching L e r i a is 

and guides to be used in tho training programs. 

Supervises the operation and evaluates the ef- 
fect! v( \iu:.a y o I: 1 1 i e t r a L n i. 1 i g n r o g r a ms . 

Schediilei3 the cr, lining sessi ens ' dates and places . 

Responsible for all Che activities and. services 
provided by the L raining p rogrnm. 

Reviews the training programs and suggests changes 
in its operations . 

Coordinates with Lbe Director of TusCrueLum Co 
i a s him p a r I: :i c i [3 a I: j o u o L r all p - * rs o n r. e I. r c i [ u i r .Lag, 
instruction. 

Maintains informed the Ass:i tan L to the Assistant 
SecrutiD' o a a n y a ;. i w 1 1 e ve lop « :i e a t s and e x c e p i: ion s 
of the training pro grains. 



M viia b Ci 7: o i P o: ; i i: i on s 
S'.ipervis.ed : 



Train i ng Personnel (?) 
C'oo rd Ln at: i ng l J o rs '^nne 1. (2) 



Position Title : Re j ; i on a J. U i. r o cto r 

Repu rt s to : Undersecretary of Education 

Basic Function : Responsible for the admin isM: ration , imp Leineul.at.Lon 

and control of all g duo. at i.onai activities within 
the Region . Responsible lor the image and re J. at ions 
o t: the Depar tmen t o C Rduca t ion and the commun i ty . 

Prin cipa l. Duti es: Supervises all the Assistant Regional^ Dii:ectors under 

him «jud provides them with genera J guidelines . 

Supervises the following regional Cunct Lons : 
vocational education , academic education > admin is t ra- 
ti on and co;r/;iun.i ty relations and promotion. 

Re soon:; i bio for all the aetivi. ties and services 
provided by the administrative: functions under his 
ju r.i s diction . 

r.ourd Lnatos the operations of the Lntorrcgiona L 
timet ions to liiaxinilze e f feci: Lveness , 



Da v o I. o p s a n d i r. r e s p o ns i b 1 < j for o p e ra t i n g p r o ce d are s 
at the. regional level. 

iPvoviders the necessary resources fo r the dove Lopmont 
and i «np lemon tat ion of educational programs. 

Revi ■'.'v;-; a'.id evaluates the e ducat ion a I. needs of the 
region. 

Di c /i». lo p s th a p ro 1. i. m 1 n a ry 1 > u< i t ;e t s I." o r I h c re z J on. 

Provides jjim" dance and ^arti.e i pates actively ui the 
Enri:Ui lation oL r long and tdiurt- range educational 
p.I ans . 

Reports p ro^ross achieved a;»nins t objective:.; to the 
Do p a r l.v.ien t 1 e vo 1 . 

Coordinates i n format ion and promo t Lon efforts with 
th M ''"IvLi.i: iv»l at u.?ns Off ice at Department lovel arid 
wi th the In te m^ency Ke lat i.ous and P romot ion Head 
at the A.V.T.E. level. 

Rep o r ts now do vc lopnen ts , oxcep tions or eh an gas to the 
Undo rsocre tary o I: Md neat ion . 

Number of Positions Assistant Regional Director ol: Vocational and 

Sup ervised : Technical frlueat ion (1) 

Assistant Regional Director of Academi.e 

Education ( I.) 
Assistant Regional Director of Adrni.nistrat Lon (1) 
Corciiuinity Relations and L v romot ion Coordinator (1) 



Appendix H 



Posi ti on Tit le : 

Re ports to : 
Bas i c Punc ti. on : 



Number of Pos i t: ions 
Supervised : 



Assistant Regional Director of Vocational and 
Technical Kducation 

Regional Dii'ector 

Responsible for the acteiinis tration , imp lemon tation 
and control of all vocational arid technical educa- 
tion programs . 

Supervise. 1 ? all the unit supervisors and Lucius trial 
coordinators under him and provides them with 
general guidelines. 

Responsible for all the activities and services 
provided by the units under his jurisdiction. 

Coo r d iua (: e s the e I: fe c t i ve in to radu i u is t ra t I ve una. 
f uncu ion ing . 

Provides .^ui dance to the General Supervisors Tor 1:1 le 
formulation of work programs. 

Super v i s e : ; a 1 1 d a d v i s t: s the in d u: j t r y Coo r d i. \ \ ; 1 1 o r s on 
private and public agency contacts . 

■ lain L.ri as i.a formed Lire. P.e^.Lcre:L I) : . rector tra nee.- 
<i;.'. velopr-enLs and except:! ous , 



Ocne ral .S upe i: viso rs 
Indus r ri al Coordinate cs 



AjM»-'!)-li. x B 



Report's to : 
Basic Function: 



Pr .i no..i n al Da ties ; 



Assistant: Regional Di rector of* Administration 
Reg i cn a I Di re c Co r 

Res pon ^ i.b la i : o r Lb e I: a L low i.ng adm.i a Is t i;a Li ve 
functions aL the regional level ; personnel , 
purchases , Supplies , maintenance of facili ties 
and equipment; and office services. 

S up o r vi s e s all L h e a d m i n i s i: r a t i vo u a i. L s u p n r v i s o r s 
reporting Lo him and provides then with general 
guidelines , 

Supervise::! Lhe following adminis trative uni La : 
office services , personnel, purchase.-; , sunp Lies , 
maintenance of facilities and ei|ui.pnv;-nl" , budget 
and statistics . 

Rosponsib 1 e f o c a J 1 the ac tivi t ios and scrv Leoo 
p rav i d e d b y L'i e a dm .1. l i i s t ra t; i ve 1 1 n .i. t s u n d e r i \\ s 
j uiisdiction . 

Cool d i 1 1 a L e. s an d ire c o n : ; n n d ii re n. l: a 1 of .1? a c i J. i t i. e .s 3 
expansion and remodeling of facilities and constate- 
i; i<n\ o f new : j eh no 3 s , 

;h i p u • r v i k e a v:> ay ; i 4 a n t o f re r. t J , p u !: cm a so of u q u i p r<\ l: a ( : 
and supplies, 'ind process i vg of bids. 

Responsible for the do ve. ) opnen t of Lhe annual 
b u 1 1 ^ e t for Li ; e r j .« g i. o 1 1 1 s v < > c -.i i: i o n a 1 a \ 1 d a c ad o m L c 
education programs . 

Pvo vidua s Lac « s t i.eal in fo i; nation to the con tral 
nftioes of the A. V.T. K. and Acadomi e h'dueation , 

AtJrai uiste rs ava i lab i I. Lty and ut i J. Ls:a t ion o I: of f Leo 
Li^ rv i ccs such a.u so ere La riaj help ., copying uc rv toes . 

Sl!])p I.J.CS', :itC- 

Coordinates the ef fscti ve interadnunis trative unit 
functioning , 

Maintains informed Lhe Regional Director on new 
developments and except Lens o f the adminis t rat ivo 
uni ts . 



Number of Position; 1 
Supervised : 



ERLC 



Purchases , Maintenance and Contractual. Services 

U n i t S up e rv L s o r ( 1 ) 
Office Services and Persoime I Unit Supervisor (1) 
Budget and Statistics Unit Supervisor (1) 
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Position T i l; l e : 
Reports to : 
Basic Fuuc t ion : 

Principal Duties 



dumber ol: It Loi'is 



Coordinator of Community Rotations and Promotion 
Rogi on a J. Di ro c to r 

Assists tho. Regional Director in all. matters 
p^rtiHuiny to tho Department 's ' promo tl on and 
coivjiuin tea Lions with the Region's .oorouinifcy. 

Promotes, through special program.'-; and tho mass 
r.iod.ia, the. acti.vLt.LGS and services provided by 
tilt; rug ion 's p ro grams . 

Coordinates the publishing of ail periodic publica- 
t.i on:.; at the regional level . 

Counii.nates the release of pertinent information 
throughout the ro.^.i on . 

Reviews and evaluates tho co^nunity re la t Lon 
a;: ti v i t l.o.s o 1: tho region . 

Mninta i as iii f orinad the Reg i. ona I. D.i.iv c to r on new 
da ve lopmcn ts and import. -rat p i.r.ss role ayes . 

o t a[ 1 posi I: j. on - uo s upo r;v i<; i on ol: pe rs onno.l , 



AnpcuJ i v: C 
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Ann (Mi (I i.\ C . I 
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